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ON-LINE

w@)mmunities.co.uk
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Getting Started

This help guide will take you through each stage of creating your own website, step
by step. Why not fill in the blanks on this sheet first, before you go on-line.

Dining Out
TV & radio

T When you visit the ‘ic’ regional site, a list of different pages

or ‘channels’ will appear along the left hand side of the

Transport =
E . . ags
icMotors page. Click on ‘Community / Communities’

iclobs

icHomes

You will then be directed to the Community channel, which will look like this

ic Communities.co.uk Search m for

icBerkshire Welcome to the community network

icBirmingham

IcChesterOnline If you represent a schoal, amateur sports club, charity or any other
icCoventry nan-profit organisation, then join us - and create a weh site for your

icHuddersfield group.

icLiverpool

icNewcastle To look at sites already created by local organisations, please click
icNewcastle one of the categaries below

icNorthWales - .

Charities and Woluntary Groups Clubz and Societies C ity tool
icSouthLondon ommunity tools
IcSurreyOnIine Eeligious Groups Eesident Groups Create 3 site
icTeesside Schouols and Education Spors Clubs Update your site
icWales -

Barnarda's Children's Charity Download User guide

Comrmunity ries

To contact the community manager for these mebsites, please telephon_e'l Interact
on ant or Email them at :

Live chat

Copyright and Trade Mark Motice.
@ owned by ar licensad to Trinity Mirror Digital Media Lirg
ic24TM iz 3 trade mark of Trinity Mirrar Digital Media Li
Please read our Terms and Conditions and Privacy St
using this site.

Z6mmunity tools

Create a site

Now click on the “Create a site’ option .
Update your site

This will now direct you to the Site building
Wizard, all you have to do is fill in the blanks!

At the top of the new page you will notice a set of
‘Tabs’ that look like this:

Set up your community site

DTF;‘EL‘;I“E- xl Home Page Contacts Mews Events Publish

Each of these tabs is linked to the sections that you need to fill in .. you must fill
in all of the boxes marked with a % and progress through each page in order ..
So let’s start with your details ...



Your Details

ic Communities.couk Search for

icBerkshire Set up your community site
icBirmingham
icChesterOnline . \| Home Page| Contacts Hews Events Publish

icCoventry
icHuddersfield

icLiverpool Please fill in your details to help us know more about vou.  Fill in your name
icNewcastle * indicates a field that yvou MUST complete

icNewcastle - o .
First name: | * Surname: | Fill in your community name
icNorthWales y y

icSouthLondon « Enter the name of your I
icSurreyOnline community:

icTeesside
icWales

Information about your community

*

Address: Fill in your address, you do not need to use all four

|
| boxes, but at least the first one
|
|

*

Fill in your postcode
Fostocode: I y P

Tal.MNo: | _ | Fill in your telephone number, the dialling code
in the first box, the number in the second, fill in
the fax number box, if you have one

*

Fax Mo | - |

*

Enter a user name for your community:  Choose a user name, this will also be your e-mail name,
ifor exarnple highfields_school) so try to make it memorable and easily recognisable as
! .couk,  your group

Thiz will be uzed for updating your site in future, This will alsc be
used as your community ermail address, eg

highfields_schaol@ eonuk, Choose a password, it’s very important

. Enter a password for your that you remember this, perhaps write it
COmMmunity: I down in the box on this sheet.

ou will need this user name 2 password to update vour site in future,

Please confirm this password: I Type the same password again

“ou will also need to use thiz usermname % password to access the
amail account that will be autamatically created for your community,

*

Site Mame - enter the name you would like to appear as your
web address:

*

) Choose a website address,
WWW.ICI .coLLk

) e | oo again something easy to
If available, we will reqgister this dormain name at no cost to yoo =sa :
that you have a web site address that you can uze on vour other remember and unique to your

publicity materials or newsletters, Setting up the dormain name rmay group
take sorme time, in the meantirne your web site will be accessible

through the community pages of www, cconuk, If wou

would like rmore information about thiz service please call our

cormrmunity rmanager on Tel Mo: axt
ar ernail

* Click on the category which best describes your community: Choose a category by clicking on it
Charities and oluntary Groups <]

Clubs and Socisties J Now the page is finished click on ‘Save’
Feligious Groups
Fesident Groups =l If you are returned to the same page, read the
message at the top to find out which element
|(c:ateg|:|ry will appear here) needs amending.
Please check your details are correct, especiall When completed, you will be shown the terms
address. When you are happy with the infor and conditions of service, read them, and if you
Sawe | this page and go on to the next section. agree, scroll down to the ‘I Accept’ button at the
bottom of the list.

You will then be taken to the next page.. It’s time
to build your homepage !



icBerkshire
icBirmingham
icChesterOnline
icCoventry
icHuddersfield
icLiverpool
icNewcastle
icNewcastle
icNorthWales
icSouthLondon
icSurreyOnline
icTeesside
icWales

ic Communities.coux

Your Homepage

Create your home page

phaut. | Home Page\| Contacts Mews Events Publish If you would like to use pictures on
your site then click the link
underlined in red, shown below.
This will then open the ‘Upload

Pictures’ window (see next page)

“our harne page is the first page people will ze2e, Please use the thres
paragraph slots provided to give a short surmmary of who vou are and
what vou da,

Advice:rvour page will look better if 2ach paragraph is between 15 and
40 waords, You do not have to use all three paragraphs.

* indicates a field that vou MUST cornplete.

sZisplay on

Upload Pictures ick here to a

Any pictures or logos you might want to displa'l,i'r;\ﬁ your web site must

Choose a title for your site, this is the title that will be shown at the top of
Writing your home page your opening page, the ‘Homepage’

‘uour home pa

library now,

Choose a
colour for the

| menu border

of your page,

Title of your weh site; *
Thiz will be dizplayed at the top of l,lour'h,orne' 'ﬁége

) Dark Green click on the

Ch t -
mﬁﬂf:e Yo eammEnE I ightBlue 7] Dark Red ‘down arrow’
Dark Blue to see the
Paragraph 1 * Orange available
T \Glack colours.

Type the text for your site here, this could
be a brief introduction to the site, your
B group or organisation and it’s aims. You
) - have two more boxes to use, if you wish.
Picture I—ND images— 'I
Picture Position: Left  Right O

T ) ) ) ' If you have uploaded images, you can
This picture will be displayed along zide this paragraph.

choose which one to include and which
side you would like it positioned, you may

=] use the same image more than once and
an image for each paragraph, if you don’t
see your uploaded image try pressing the
‘refresh’ button on your browser

Paragraph 2

You do not have to put anything in
Paragraph 2, but it’s your space .... use it !

Picture I—ND images— 'I

Picture Position: Left  Right O

This picture will be displayed along zide this paragraph. Why not place an image of the members of

your group or perhaps your activity ?

B

Paragraph 3

B
When you have finished your homepage, click on
the ‘Preview’ button, this will open a new window

that will show you what the page you have just built
looks like.

Picture I—ND images— vl

Picture Position: Left ™ Right
This picture will be displayed along side this paragraph.

Preniew
4' your homs page. If you want to change some elements, close the

When you are happy with the information you have en pl’eVl:e|.lV windo_w and amend your Page' When you
are finished click Save and you will be taken to the

Sawve | this page and go to the nest section.
Contacts page.



Upload Pictures

Upload your images

IMPORTANT

aJPlease note that images cannot be higger than 20 KB in
memary or they will not be accepted. (if you are confused
please click here )

bivour images should be no bigger than 122 » 190 pixels ( click
here if you are confused)

ciPossible image extensions are gif, jpag, and jpeg.
Pictures must have the extension .aif, jpa or jpeag or they

When you have chosen the ‘Upload Pictures’ option, a window will open that will look like this

Follow the instructions regarding the physical
size (in pixels) and the file size. If you are not
sure , perhaps you could check the Help guide on
your Photo Editing software ( PhotoEditor, Paint
Shop Pro, Picture Publisher, etc) under ‘Image
Size’ or ‘Resizing’. Maybe you know someone
who could help with this. Images can always be
added later, if you are not sure.

When you have resized your images, save them
somewhere easy to find, perhaps on your

will not be recognised as pictures, Desktop
divou are able to upload up to 20 images to your picture
library,

Click on the ‘Browse’ button, that will open a

Uploading I . . ! .
ploading fmages window that will look like this
1.Click the Browse button to select an image (from a floppy

ﬁltljer;;r yvour hard drive) you would like to add to your picture Choose file

Loak ir: Im Desktop
Browse... |

E"!My Computer
2.Click Upload button to upload the image to your picture MP DUCU“‘E_V“S
library, (5] Netwark Neighbarhood
3.Repeat steps 1 and 2 for all images you would like to save 1 Downloads
o your pickure library,

f . 5 My Brisfrase
4.Click Done button when you have finished. B Onine Services

RIING M= =)=

Upload Done
Images you have saved to your picture library: it v I ﬂl
—MNoimages—

Files of type: [l Files (- =l Cancel |

2

Select the image that you want and click on ‘open’,
then click the ‘Upload Button’

Delete |

You should now see either your image (as shown below) in which case you may click on ‘Accept’ and
you will be returned to the Upload Window, or if the image is not suitable you will see an error
message displayed

Upload your images

col“muﬂlty Marne
Size :

\ Height: I
Matters width : |

PLEASE CONFIEM THIS IS THE PICTURE YOU WWANT TO LIPLOAD TO
YOUR PICTURE LIBRARY

Accept | Cancel |

When you have finished uploading all your images ( a maximum of 20 ) then click on ‘Done’ in the
main Upload Window to return you to the main window.



Your Contacts

Now you can fill in the Contact Details for your group, you can enter more than one set of contact
details, but the main point of contact for the group should be entered first, as the address, etc is
displayed on the Title bar of your site

ic Communities.couk search OGN for

icBerkshire Create the contacts page Simply fill in the
icBirmingham Your : \ Contact Details of your
Icchesteron"ne Details Home Page Contacts | Mews Ewvents Publish I group.
icCoventry
icHuddersfield Perhaps the details of
icLiverpool “ou rnust fill in the rain contact address to be shown on your web site, where you meet.
icNewcastle To add rore contacts click on Mewonce you have saved vour main
icNewcastle contack address, As you can have
IcNorthWales Contact details: multiple points of
icSouthLondon contact, you may wish
icSurreyOnline Pleaze enter the contact details of your community, to have the Secretary,
0 President, etc listed
e Marme: | with their personal
10b Title: | contact details
Address: | When you have
| finished one contact
| click the ‘Save’ button
which is in the group
| of five.
Posteode; I Should you want
Tel.Mo: | - another contact, click
Fax No: | ) | ‘New’ and repeat the
Site e-mail: @ic .co.uk process.
Other e'ma'l'l When you are finished,
= you can check your
rdditional entries with a
info: ‘Preview’.
= Should you wish to
This field iz for any additional information that riay be useful to vour amend any entn'es’ use

audience [i.e. office opening times, mobile numbers, help-line stc).

the ‘Previous’ and

Frevious | Save | R [=1 | Delete | Mext ‘Next’ buttons to f{nd
the contact you wish to

change and then the

Preview |1,rDur contacts page. ‘Delete’ key, if you
wish to delete that
When you are happy with the information you have entered contact.

Save | this paoe and oo on to the next section.

When you have finished, click on the main ‘Save’ button at the bottom of the page. You are half way
through, time to fill in your news page.



Your News

The previous pages you have created are probably not going to change much or often, but your
‘News’ page is one that will, no doubt, change often. The format is very simple, you create one story
at a time and (as with the contacts page) save each story individually and add a new one when
necessary. You can also upload pictures from here to the same library that you created before.

ic Communities.couk Search for

icBerkshire Create the news page If you have already
icBirmingham e . . uploaded the images to
|Cchestﬂr0ﬁ||l'le Detalle Home Page ontacts MNews | Events Publish accompany your news
icCoventry ou canm use your news page as a place to show your newslettar, story, then simply select
icHuddersfield reviews, of information about what yvour group does, them from the droP'
down menu.
icLiverpool The most recent story entered will go to the top of the page.
icNewcastle To add rmore articles, click Newonce vou have saved vour first story,
icNewcastle * indicates a field that you MUST cormplete,
icNorthWales
icSouthLondon Upload Pictures:
icSurreyOnline Any pictures or lagos you might want to display on your web site must
icTeesside be copied to vour picture library first, Click here to access your picture
icWales library now,
Newss details:
Pleaze enter your news item: Your story must have a
title.

Title: *
e Enter your text, perhaps

Text: you could write the story

| in a word processing
package first (using no
special characters) then
simply ‘copy’ and ‘paste’
it!

|

Images should be used

. _ where possible, they add
Picture | —Na images— x| to your story and the
Picture Pasition: Left © Right & look of your site.

Thiz picture will be dizplayed along side this paragraph,

Like the contacts page
Frewvious | Save | NETY | Delete | Mext | you can add, amend and
delete stories as you

Frewview |ﬁjrDur news page. wish.

Preview your page, just
YWihen you are happy with the information you have entered to check!
Sawe | this page and go on to the next section.

When you have finished, click on the main ‘Save’ button at the bottom of the page. Now you will be
taken to the ‘Events’ page, so you can let people know what you are doing and when.



Your Events

This page is for forthcoming events that you or your group are involved with.

ic Communities.co.uk SN ic comrmunities - [KE

IcBerkshire Create your Events page
icBirmingham
icChesterOnline oot | Home Page| Contacts News Events | Publish
icCoventry i
Use thiz events page to tell readers about events your community is
icHuddersfield planning, Events will be displaved on vour site in order of date,
icLiverpool
icNewcastie Event details:
icNewcastle Please complete details of your event:
icNorthWales Ta add rmaore events click on Mewonce you have saved the first event,
icSouthLondon Simply fill in the blanks.
icSurreyOnline . .
IcTeesside Event: | Notice the format that is
icWal Date: I Time: I— required for your dates
civales [ddfrnrnd eyl Chhirnrn] and times.
Lacation aof I
Event:
Post Code: |
Tel.MNo: | -

= Try to use the ‘Additional
Info’ box, think of a
quick summary that will

Additional Infao:
make someone support

- your event !
Use thizs space to give a short description of the event,
Fresvious | SanvE | Pl ey | Delete | Mext | Like the contacts and the
news page you can add,
_ amend and delete entries
Preview |ﬁ,r|:|ur events page. as you wish.
When you are happy with the information you have entered Preview your page, just
Sawe | this page and go on to the next section. to check!

When you have finished, click on the main ‘Save’ button at the bottom of the page. Now you
will be taken to the ‘Publish’ page, you have almost finished creating your own website.

When you come back to remove past events from this page, why not write a review of your
event and add it into you news page !



Publish Your Site

Congratulations you are nearly there. Use this page to add any links you to other sites related to your
group and then submit it ready to be published !

icBerkshire
icBirmingham
icChesterOnline
icCoventry
icHuddersfield
icLiverpool
icNewcastle
icNewcastle
icNorthWales
icSouthLondon
icSurreyOnline
icTeesside
icWales

ic Communities.couk

Publish your site

pegut. | Home Page| Contacts |  News Events Publish |

Putting links on your site

“ou have almast cormmpleted your community web site,

Use the fields below to add links to related sites you think may be of
interest to your readers,

These will appear on the Hght hand side of your web sita.

Actual web I

address (e iwww,ic ceoauk]
Mame to display I

for link

instead of showing the full address of the link, you can give it a title by
writing & name for it in the box above,

Frewious | Sane | [ e Delete [ et

Mow you have created the "
cormmunity web site,
you should click on the button below to prepare your site for
publishing

PUBLISH YOUR SITE!!

If you have just created your site

Your site will not go live immediately, This means that your
readers cannot see it straight away., Once it has heen
approved by the community manager it will go live, The
rmanager will notify you by e-mail when it is published,

Updating your site
Your changes will go live straight away.

Problems
If you have any questions or problems please contact your
community manager or telephone:

Ll ic Communities | 7| RULEENour search

Fill in the web
address of the site
you wish to link to
and the name or title
that will be shown on
your site.

Why not ask the site
to which you are
linking, to add a link
back to you !

Use the buttons to
add, amend and
delete entries as
before.

When you have
finished your links
click on the ‘Publish
your site !!I’ button.

Your site will then be
sent to your
Community Manager,
who will check it and
then set it live !!

It’s just as easy to update you site as it was to create it. Just click on the ‘Update your Site’
link on the ‘Communities’ Page, then enter your username and password. You will then see
the same set of screens as you have just filled in, simply make your amendments!

Welcome to the web!

Communities.co.uk



